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Dispose of present accumulation. No
additional accumulation is antici-

pated. Records have ceased to have value
to warrant retention.

J3_

XI
Establish retention schedule
cords for which there is a continuing

accumulation. The records will cease to
have value to warrant their retention after
the period of time indicated.

destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
No.

« 5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity' to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

1. HLWTS tOOKS

2.

Siaet 12" x 9" x ! •
Quantity* 3 voltsnoa
Dates: 1935 - -
File Arrangements Chronological

File consists of Minutes of the Board of Managers of Barrett School
since the purchase of the School lay the State in Z93k» Books can-
tain a record of policy decisions, resolutions, and general activi-
ties of the Board, V

RECCT-HEHDATIOr!: RETAIS PEHKAHKHTLT.

CilSE FOLDERS

Siaet 8^» x 11"
Dates: 193U - - /^ ̂ s D t w ^ t ^ ^-P/^^-^/iJik>eftc
Quantity: Activ©, ̂ = c a i t e £ t e i j inactive, **=—-" - ^ ^ ̂ ^

(total 26*5 cubic feet
File Arrangfflncnti Alphabetical £ tf y <>/<*•$& A/°

A case folder is maintained for each girl comltted or detained at
Barrett School* The contents of a typical case folder hare been
separated into two categories for purposes of retention!

7. Agency, Division or Bureau Representative

f w // Signaturer Title Date

Schedule Authorized as Indicated in Col. 6 by Hall of
Records Commission. .

/ Date Archivist

Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

Secretary
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4.
lem

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

A.

A* Court records for commission or detention of delinquent—
includes social worker*a report

Release-—copy signed by commit ting court
Correspondence concerning innate which may involve State
liability

SDPW U.7 (three-page), Referral for After-Care Planning,
made out to notify c&nraitting court when a girl is
recommended for release

SDPW U20, Progress Report to the Court
SDPW 1;21, Beginning Study Sumary-—contains complete per-

sonal history, history of a previous delinquency and
delinquency resulting in court action, recommendations
and Judgments of the student guidance conmittee

SDPW 1*23* Face Sheet—contains vital statistics, sunrnary
of court action, absences, after-care placement

RECOtfffiHDATlONj RETAIN FCR SEVENTY TEARS AJTO THEM DESTROY.

B» Psychological Exam—general observations, summary sheet
for Wechsler Intelligence Scale for Children

SDPVJ U22, Reports from Staff—submitted periodically by
teachers, natrons, recreation and work superviGors

SDR/ U33, Progress lieport to Court on After-Care—family
background, school or job history, child-agency rela-
tionship, summary of child1s adjustment since return
to community,^sWteinent of plan for continued super-
vision n>/7*y D/I« Uj

SDPtf U25, Consent for Medical Care—for ccrrnitted^only
SDPW 1*2?, Data on Child Committed to Training School—copj
sent to SDPlv' six weeks after admission

SDFrJ U3U, Training School Educational Report—submitted
tliirty days before release

JJDPW U35, Fiequost to Court for Social History
SDPtf U36, Follow-up Request for Social History
SDK./ 1*37, Referral for Special Planning for Child Not
Meeting Adnission or Discharge Criteria

Activity Shoats—sunmaries of interviews with inmate re
plans after release

Assignment Sheet—shows inmate's request for assignments
Summary of Infractions Sheet—with notation of punishment
Rough notes of case workers
Correspondence—with committing court, with parents, a n d ^
parties interested in child* s volfare v «>

Form letters to parents re visits home^permiaaion to
give medical care to inmate

Requests by inmate for appointment with case worker
Reports from Medical Unit—for beginning study, six-nonth
review, and terminal study

Reports—longhand from matrons and other parties to the
Disciplinary Comittee \

Adjustment Reports—from supervisors, teachers, etc. on
various incidents /', \ '• 1/7^7-
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

B.

h.

Six-Weeks Report—ecadaraic background, placement in
varkt?*hmnajry of personality

Three-Months Report
Six-Months Report—•aurauary of child' e behavior, acadenld

progress ,. .
Personal property«-8l:lps and/or receipts
Modlcal History and Treatment Records—filed separately

after 19$2 as Item 9, f : . ' ' " r*~

RECOHMENBATICHI RETAIH ALL imaisx3m®8$s&ssg& RECCRBS FCR "TB»
YEABS AFTER DISCHAKQB AKD THEN DESTROT j RETAIH
MEDICAL HISTCRX RECORDS FOR SSSW TEARS AFTER DIS-
CHARGE AKD THEN BESTBOT.

INMATES* REGISTER

Sisses 15" x 10" x
Dates i .J93?M$g3
Quantityi 1 %\Aute
File Arrangeraent i Chronological x

The Inmates* Register lists the ltsoes of inmates in order of coa-
mission or detention, date entered, date cut, and reason for being
out—escape, parole, release* Prior to 1936, when this record was
started, the voltna contains the names of visitors to the school.

RECOMKEHDATIOHl RETAIH PiaUfANSNTLX.

TRAINING SCHOOL REPORT

Form Ho, i SffiV 701
SIMM 3" X 5"
Oatest 193ltda&T
Qaantityi \ cubic foot
File ArrsjugsBBnts Alphabetical

A Training School Beport was «ide oat for each inmate vhsn released,
discharged, paroled, or otherwise absent from school* A copy was
sent to the-^Ssy'BepartaBnt of Public Welfare as a notification of
the status of the innate* The following entries appear on the cardi
name of child, address, date received, by whom cosssltted, age, date
of birth, period of ccradtmsat, offense, status—discharge, parole,
hospital, escaped, etc*, party to whom paroled, address, date, Writ
of Habeas Corpus Initiator and date, recowmlsslon date, parole vio-
lation date, date of cofiultinent extension* On the reverse tdA&
appear the following entriest nother*s and father's nans and address
next nearest kin and address, held as State witness (date), held a*
vagrant (date), signature, Jiaae of training school, f^-,,? crf-ixis

HECOfflEHDATlCHi IfflTAIN - f e ^ ^ f ^ F " ^ /fe/*f^fy /b&xiitf-rc
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$.

6.

COTTAGE POPULATION REGISTER

1"Size i IS* x 12" x
D a t e s ! 1 # 3 - • - •
Quantity* 9 volumes .
File Arrangement t Chronological
Annual Accumulation* ^ cubic foot

The Cottage Population Register is a daily record of the population
distribution of each cottage* Entries—separate sheet for each cot-
tage—provide the following informationi inmate* 8 nans and status-
released, newly admitted, re-admitted, absconded, and date of return,
date of commission to hospital and return, date of return from week-
end at home. This record provides a convenient breakdown of popu-
lation distribution vhich aids reporting of population distribution
information to the State Department of Public Welfare.

RECO'frLiHDATIONt

SUMMARY CARDS

RETAIN FOR THREE YEARS AFTER DATE OF U S T EOTRX
AND THEN DESTROY.

Form Ho.I SDPW hOZ,
Siaei 5 M x 8"
Dateai 19U8 - -
Quantity* $ cubic foot

SDPWlOU

This file vaa maintained to provide a convenient breakdown of in-
formation, Including the following t date paroled, local unit charge-
able for cost of maintenance, boy* 8 name, status of bey—admitted,
carried over, on parole. As each boy was discharged, his card was
prepared and filed. The original copy of this card was sent to the
Departosnt of Public Welfare.

Fora J4OI4 (8£« x 11"), Monthly Statistical Report of Juvenile Insti-
tution, has since 1951* been submitted to the Departasnt of Public
Welfare in place of Fora I4O2. Fora Uol» is a monthly report contain-
ing the following infornation* date, facility (Institution) submit-
ting report, status of children committed or detained} days* care
given during month j summary of population j status of referrals for
after-care supervisioni number of children *l»airffj»«y by local unit
chargeable for* children adsriLttedj children for when care was ter-
minatedj detained children admitted or discharged; chl^drenjrooeiv-
lng care in facility at tad of month and the number of referrals > ? »(
pending at end of month; and listing of children detailed sore than
twenty-one days and in facility (Institution) at «nrf off tfes'iomrtii.

(RECa-KENOATlONl RETAIH FOR £ « & IB&RS.APHI'UKM DBSTHPT.

A
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5. Description of Records
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8.

9.

LISTS OF COMMITTED BOYS OR QIRL3

Form No. i SDPtf I4O6
Siseet 8|" x 11"
Datest 1953 - -
Quantity! Less than \ cubic foot
File Arrangement1 Chronological

Lists of committed boys or girls who were admitted to training
school and whose care terminated during the month are made out
monthly by the training school. The original copy is sent to the
State Department of Public Welfare* The following entries appear t
name of training school* month, listing of inmates* names, notation
of inmate *s status—paroled, discharged without continuing service,
AWOL over thirty days, etc.

RECOMMENDATION I RETAIB FOR THREE TEARS AND THEN DESTROT.

COTTAGE LOG BOOKS

Siaei llj" x 8 " x 1"
Dates! 195U - -
Quantity! $ volumes
File Arrangement! Chronological
Annual Accumulation! i cubic foot

A Cottage Log Book is maintained by the cottage pcrents of each '
cottage. It is a daily record of events at each cottage—girls*
physical ailments, events of interest, remarks on behavior of indi-
viduals, naaas of visitors, medicines administered, types of punish-
ment administered, names of inmates who are discharged, etc.

RECtt-NKHDATIOIU RETAIN FOR THREE TEARS AFTER DATE OF LAST,EOTRZ AND
THEH PESTROT. v \ \ • 1 ; .

MEDICAL BISTORT ARD TREATMENT RECORDS

Size t 8|» x 11"
Dates! 193b - -
Quantity! active, U cubio feet

inactive, part of Item 2 (total h cubic feet)
File Arrangement! Alphabetical
Annual Accumulation t 1 cubic foot

A Hatftcal History and Treatment folder is kept for each girl com-
mitted or detained at the school. A folder may contain any of the
following roeardm t

Admission Sheet - date, name of inmate, address, age, date of
admission, name of examining physician,
summaries of laboratory reports, family
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10.

U.

Physical Examination Sheet
Treatment Sheet
Reports from Hectical Unit—original copy filed in case folder,

submitted for beginning study, six-
month review, and terminal study

Dental Cards
Laboratory findings—blood aerology, cervical smear, sputum

analysis

Approximately four years after innate* s discharge, all medical rec-
ords are transferred to the Inmate's Case Folder (Itera 2).

RECO*iENDATICJNl SSE RBCOWENDATIOI FGR MEDICAL HISTORY RECORDS
UKDER ITEM 2, B., CASE FOLDERS.

DAILY RECCED OF TREATMESff

Siaet 12" x 10J» x V
Datest 1956 - -
Quantity i 1 volume
File Arrangeaantt Chronological

Daily Record of Treatment is ft record containing the following
entriest date, inmate1s name, and treatraent or medication adminis-
tered. A monthly report is prepared using this data*

RECOMMENDATION! RETAIN FCR fttMB YEARS AFTER DATE OF LAST ENTRY AND
THSH DESTROY.

SUPERINTENDENT'S GENERAL CORRESPONDENCE

Sizes 8|» x 11"
Dates i lS3h - -
Quantity! 21 cubic feet
File Arrangesenti By year and qipha^*>^lr-^1 there in
Annual Accumulationi 1.5 cubic feet
Disposable Amounti 16 cubic feet (estimate)

This is the operating file maintained by the Superintend $xALi
Host of the eorraspondenoe is received from or directed to Federal,
State, local, or private organisations and agencies which have an
interest in the activities of Barrett School for Girls.

In addition to correspondence, the file contains the following types
of materials departaental reports, aeaoranda, staff schedules,
menus, copies of daily population reports, daily population sheets
(internal),, staff orating agendas, iinates disciplinary reports,
reports to Board of Managers, and papers related to budget planning.

REC&ftSNDATXON i RETAIN FOR THREE TEARS | THEN REMOVE AHD RETAIH
PERMANENTLY ANT MATERIAL HAVING LSQAL OB ADMIHXSTRA-
TIVE VALUE AND DESTROY ALL OTHER MATERIAL.
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12, SUFERIHTEHDSOT'S BOARD MEMBER FIL35

Siaet 0s° xll«
Dates i ISkl
Quantity! 1#5> cubio feet
File Awangewenti Alphabetical
Annual Accumulations Loee than ̂  cubio foot

This file is made up oft

A. Folders for current and peat aeabers of the Board of
Managers* Each foldar may contain correspondsnee with
the Hoard member, copies of nesting notices, agondas, etc«

B. Superintendont* s Monthly Reporta to the Board of Managers.

R£C0f-&ENDATlONx RETAIN FOR ? W TEARS AFTER EXPIRATION 0? BOARD
MEMBER'S T3RH AHD BffiN DESTBOST.

PAYROLL LED0EH

lh

S i z a t 1U» >clO» x l » ;
Dates i l^la-W*<r
Quantity i 1 volvtae
F i l e Arrang^oantt Chronological
Auditt State

Snsjloyea1 s name, Job classif ication^ end amount of pay for a b i -
weekly period are entered i n tfaa Payroll Ledger*

RECCEWBNDATIQHt RETAZH riSMfSmU.

ACCOOMTIHO RECORDS

Datest 193ii - -
Quantity s 66 cubic feet
File Arrengenentt Chronological
Annual Accuoulaticnt 8 cubic fast
Disposable Anountt 32 cubic feet (estisate)
Auditi State

This item includes all standard accounting forms used by State
agencies as supporting data to the final books of entry* The final
books of entry, which are to be retained permanently, aret

Cash' Receipts and Disbursements (Cash Books), 6 volumes,193U
Cash Disbursement Register. 2 volumes, 191S - -
Appropriation Ledgers, 2 volumes, 1952 - -
Oonoral Journal, 1 vduma, l?5l - -

±J
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Specifically the supporting records arei

Comptroller of the Treasury

F o r m N o * . . . . . . •

P-l-S
E-l and B-l
DD-1
B-2 (formerly MR-2)

fteaorandtag of Adjustment ..
Distribution of Charges
Tranaralttal
Certificate of Deposit and Bank Deposit Slip
Monthly Report of State Fends Collected and

D e p o s i t e d ••.•••-
Distribution of Unexpended aad Obligated

Balances
Monthly Statement of Balances

Purchasing Bureau (Department of Budget and Procurement)

1-A
U7-A
100-16
39-A and 2tO~A
CF-2
CF-1
100-2U
27-A
CF-3
26-A
52
51

Requisition for Supplies
Purchase Order
Out-of -Schedule Raquisition for Supplies
Stores Requisition
Copy of Contract Awarded
Capital Fund Requisition for Equipment
Actual Emergency Purchase Report
Copy of Contract Awarded
Copy of Ccntract Awarded
Delivery Invoice
Notice of-Award of Contract
Credit ftsffiorandtB!
Report of Partial Delivery

Budget Buroau (Department of Budget and Procurement)

BB-1 (Bev.)

B.P. Inv, R101
B.P. Inv. R102
B.P. Inv, 6

Budget f orai
Nos. 1 thru 11

PP-l-A

Formerly BB-1 and BB-2
Budget Schedule Amendment Sheet
Report of Fixed Assets (annual)
Report of Materials and Supplies (annual)
Materials and Supplies Physical Inventory (annuAl)

Budget Estin&tes Fiscal Tear (13 pages includ-
ing farm statement)

Poaer Plant Otility Report (monthly)
Fern Report (annual)
Farm Report (monthly)
Food Report (monthly)
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1*.

Others

Vendors Invoices
Bank Deposit Slips
Bank Statements
Canceled Checks
Inventory - expendable equipment
Check Stubs
Innate* s Purchases—commissary account cards
Inmate's Order for Commissary Purchases
Cash Receipts
Petty Cash Slips—for less than a dollar

returned to inmate at tine of discharge
Receipt for clothing Issued

SDPW-UO3 Statistical Card for Child Detained in Training
School

SDFW-ltOU Monthly Statistical Report of Training School
to State Department of Public Welfare

S3PW 39h Quarterly bills to counties for girls In tte
training school

Vendors delivery receipt
Shipping and delivery instructions
Bi-weekly Overtime Sheet for Employees
Employees' tins cards—punch clock
Student Fund receipt or withdrawal books-
original slips given to inmate upon deposit
or withdrawal of funds

Night watchman's punch clock dials
Trial Balance books

HECOtffiHDATIONt RETAIN FOB THREE TEARS, OR UNTIL AUDITED, WHICHEVER
IS LATER, AMD TUSH DESTROY.

ACCOUNTING RECORDS FOR WHICH DISPOSAL HAS BEEN PROVIDED BY A GENERAL
RECCRD3 RETENTION SCHEDULE

PATJlOLL (Prior to July 1, 1953)• The agency copy of this payroll
form ia to be retained for five years or until audited, whichever
is later, and then destroyed. (General Schedule Ho. G-l, Item 1-d
approved by the Board of Public Works, January 11, 195U).

PAYROLL JOURNAL - The agency copy is to be retained for three years
or until audited, whichever is later end then destroyed,. (General
Schedule No. 0-2. Item 1-d, approved by the Board of Public Works,
January 11, 195k). !

PAYROLL EXCEPTIONS, ADfilTIOHS AHD DEDUCTIOHS - The Cgenqy copy is to
be retained for three years or until audited, whichever ils later.
and then destroyed. (Oeneral Schedule Mo. 0-2. Item 3-1
by the Board of Public Works, January 11, 19$U).
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16.

17

18

PAT WARRANTS - The agency copy la to be retained for three yeara or
until audited, Whichever is later, and then destroyed. (Oeneral
Schedule No* G-3, Item 3, approved by the Board of Public Works,
May 10, 19$U).

RECEIVIRO WARRANTS - The agency copy is to be retained for three
years or until audited, whichever is later, and then destroyed.
(General Schedule No. G-U, Item 3, approved by the Board of Public
Works, May 10, 195k).

TRANSMITTAL FCRM E-l or E-| (Comptroller of the Treasury Form) is
to be retained for three years or until audited, whichever is later
and then destroyed (General Schedule No. G-5» Item 3» approved by
the Board of Public Works, Hay 10, 1$$U)»

MASTER AUTHORIZATION -

This State-wide form of the Commissioner of Personnel is the author-
isation for entering the employee* s name on the payroll or for making
any changes in the pay rate. It also shows all pay deductions.

' --• "•;-"• :-•'- Lfirr&srr MA Cn a 6 F^/?
RECOMMENDATION! RETAIS^MMki HI'iPTi Mill1 ?. 17*1 <i'J>. JiLflÛiil itUtfSg-APTBR

DATS OF SEPARATION, OR UNTIL'AUDITED, WilCHBVER
IS LATER, AND THEN DESTROY. •&£Tr-&vW-/f-1 u Y?r*-,£/?"

g> ft w.«.irn.v^

LEAVE

Fi le includes the following recordst

Leave record card - Form SEC 128-A, a standard State-wide
form, prepared annually for each employee

Leave Applications
Doctors1 c er t i f i ca tes , ~ , "' r7 ~~*::: '

RECCWHKNDATIONt ' RCTAI»A"»»ii TillWiiiriiluglPtR UNTIL AUDITED, V£1ICHEVER
IS LATER, AND THEN DESTROY. ff/rfAf.A^i^~nz-f^f?7jfi

PERSONNEL KBCORDS

Size, 8^x11- ' «-'^^^^-^^7
Datesi 1953 - -
Quantityt 1 cubic foot
File Arrangeraentt Alphabetical by employee
Annual Accumulation! Less than £ cubic foot

A Personnel Folder is maintained for each employee of BarretffSchool.
A typical folder may contain any of the following records t

SEC 130 - Request for Temporary Appointment
SEC 101 - Application for Employment
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Withholding ExBjnption (copies)
X-Ray Reports
SEC-108 - Certif ication of ELigiblea t o Appointing Authority
ERS 2, Employee*s copy of enrollment card
Notification of Satisfactory Physical '
Notice of overdue physical examination report
Routine correspondence re recossBandations, credit nat ters ,

s ick leave, e t c .

RBC0?«EHDATI08l RETAIH FOR FIVE TEARS AFTER TSMINATION OF EMPLOY-
MENT AMD THEN DE5TR0T.


